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. . ' ' . S, :
. . , ‘ 'INTRODUCTION = - . \ SRR
“’ T . . [ .
\\“t‘reer Specialization, as part.of the Career Development '
\ ' Component, takes the:learning process into the community and-

'1nvolves people and facilities outside the school, juat\as .

1n'Career Exploration. The difference is that Speciqliza-‘ ;
tion ofTers students.an opportuni'ty to leagn oh a o%e ~to-one.
baﬁls about one career. | ‘ : ) , : .

This Handbook for Caree} Special\zation Programs has

-
-

N been prepared') bffer procedures fok de81gn1ng d devel- ¢
. ” N
oplngﬁcareer specializafion activities to the cqu
I B N
bpment staff, It 'is also a resource for basic 1nforhatlon,'
» i

with ;ampleeslncluded in the Appendixﬂ'

er devel- .

.4 .
. "

(ereer'Spec1a117htlons will be developed for the most

part by the students, b%t without your energy/and commi t ~ M
ment, ‘they will nok be successful. It is 1mportant there-
fore, to beqxn the spec1allzatlon process with an effective

. student 1nterv1ew to determine career interests and goals
that will'lead to an eﬁfecti;e learning.contract.

‘When you recruit a new site, or approach a community
personi already in your EBCE progran, emphasize the fact )
that one4to—one/laﬁgning_acbivities are the most memorable
and most intense for student&. " Students ehould expect to

. experience the specialization as participante_rather then as

~ passive observers. The most interesting specialization pro-

grams for students are those that stress "hands~on" tasks.
“ ’ .




tasks. These opportunities allow the students to get in
. . B

tduch with relal work assignmentd, weal r.apqenjbiiiticu,tand B

reéal émpIOyer expectations.

. f
v

RN ( CAREER SPECIALIZATION .
) 3 - ' . ) N ’ . \ .
,Definitioq/’ . : , - ' P N o
o o " \ . ' ‘ . ."l . .
4 Career Spesialization is a unique, persprial i¢ed activity-

in which' the “Student investiyates one career area in depth

‘- at one resource sive. It is ysually a decision made laler - ke
L} . v '
by the student™{o has completed one or more explorations
- and is ready iﬁntrylout am interest in a spgcifié'car\er
. -d v ' . I“ ) ) . . ' - i
- _ av%?\ In'ogher\wgrds, Career épecial zation is desighed to: U
N ' 4 L Y N T ." - . ) LT : s’ I'/ .
. e meet .a wide range of interesgts S © . - S
: .. ) ) . . L . ’\
- , ® permit reality .testing of teptat&ve goals "o = .
' ® acquire some knowledge, 'skill, and experiences neces-
sary to achieve an anticipated ca:g;r goal
The student selects the career to investigate, helps_
plan the learning activities, and identifies the personnel i_

and resource site involved. The specialization consists of
two elements: a learning contract and an end broduct.

Ledrning Contract

The Leawning Contract is an agreement between the stu-
dent and the tommunity person to éomplete a certain number
of objectives within a specified period of time. The con-

tract outlines the specialization's objectives, activities,

and product; method of evaluation; scheduling; and the

' v

!/ ‘ . » -
0 N :
. ' » ' '
.




'subject'arqas in which iﬁﬁrse credit'will be'ehrnod.

Y ” -
L 2

' ,énd‘groduct

s

\During‘the-spbpieliiatioh,-the student works on a prod-~

'uct that will reflect hiaAor'her interests._ Some suggoa-

)

o« tions for ends prOucts are listed below. Each of these

. products has been devéﬂoped and produced by students en-

v -~

. rqlled in RBS/EBCE programs. | - ) v

v ' : _ 8 .
.

N~
§pecialization Field End' Product

Hospithl Pictorial essay. describing
. ' - . exper;ences was“wrntten‘
‘\\ Report was written on kiAds of ’ "o
' . repairs the student was able to

- v complete,

Mechani¢§

Law L “'Report as written on courtroom
' L -~ and othér activities; opinions
_ and feelings' about these expe-
' riences were included.
N & .
Electrician ) ‘A.small motor was made 'by the
| student; he explained how it
functioned, “

Carpenter . Small table or stool was exhib-
: ' ited aig the work involved from
? designfto final product was
described. .
. \ : . e .
Architect Scale model of a house was made
) ’ . ' and presented with a full de-
\ ' scription of the project.

Dentist - A set of false teeth were cast
and presented; each tooth was
identified.

Photographer | A series of photographs was de-
veloped during the.experience
’ and were displayed,

. i ) /Y : ‘ ‘ L ’ . .

1 4




B X £ own learnxng

Student o

L4

Objectives of Career Bpecialization o

As a_result Of speciglization, studenﬁa ére expectdd to:

) develop/their ab11itb(§ to be rosponsible f r their
. , N

. ® acquire bas;c akills and experiences relahnd to a. spe~
¢ cific¢ career area and apply this knowledge to t;aka in
%'that career ~ -

® analyze and report on implications of the apecfaliza—
tion experience fo§kperaonal career plannrng, that is,
academic ‘requiremerts and so forth .

. L ] P

e apply recommended technique’s in interviews with7pom—

' munity participants '\

e define and develop learnlng activities, objectives,.

Qnd criteria for evaluation in conjunction withvcareer“~

eveiopment staff and leerning supervisor /

- \

. produce ev1dence (end products)/af successful com-. ‘
pletlon,of the experience ’ ' .
It‘shou}d be noted here'thab specialfzation.does ;gt
have to be limited to specific job training. Independent
study 1in aggdemic areas Or public service, for example, are
1egit&mate parts aof a secondary education, Some programs
also offer students ‘the opportunit§ to use paid experiences
as specialization, if they meet the requirements, 2 '
hevertheless, some career focus is ess§n§iaﬂ to spec-
]

ializations,‘and each one should have spechic prov%{ions

for it.

4

ROLES IN CAREER SPECIALIZATION

/

The development of_aQEpecialization is the primary

LY




.2esponsibliity of the student, and cdncerns the gtudent and'

the community person. S S R P

~ 7 ".. /
Students ma}*begin specializations any time a!ter they

" . have c\qpleted At least one cluster experience. MO;___t pro—

i@? grams-gcheduLetspec1alizations by the quarter or the eem— ‘i.
| ‘ester, o ' S ) ‘ L " .
Caredr Deve}épment Staff “ . . |
\ The program staff's role is to ident;fy specialization
’ q1tes in the communlty,.glthough students ;n some cases wi!ﬂ )
~ q find their ownf In additdon, staff may have to help stu— ) N

—

dents assess thelr 1nterests.

-»

Learning 'Supervisor?3

-

» The learning eupervdsor will be asked to provide reali-

4

ty-based experiences that offer the student a means to test

\ ' : . ‘
emerging interests and goals, to offer learning activities p
that reinforce the end product the student is :working on,

and to involve the student in hands-on, work-related tasks.

LEARNING ACTIVITIES IN CAREER SPECIQLIZATION ° e

-

Specialization learning activities focus on specific
areas of learning, such as a certain career or occupation, ,
: 1 . > v ~ . . . .
-an academic interest, or a public service activif. As an

- opportunity for’ students to test their interests and abil-
’ i

* S

ities in specific areas, Career Specialization offers ways

-




, , . . i
. for etudents to cc>ntinue developlng a’nd expanding experi-—

. ence- b’éed learnlng. , "; o )

-~ Defining Student Intergsts - ST | <'

Some, students may have .difficulty in expreséing’gh;ir
interebts or in deciding which.interegts to inQesFigate.
_The lelowing procedures have been.qsed successfuﬁgy in
. several ongoing’programs. They are'presented.%ere'as a : ' .

gugde or- resource for defining studenx interests.

1, One- to one interview

L

¢ a. Ask student .to describe specialization interest
' (or' previous explorations that he/shf liked,
hobbxes/ etc.).

f . D
b, Rep€at description.to studert for validation.
»

c. If.a specializatiion npeets the student's inter-
est more effertively than a career exploration
< cluster, continue to d. 1If an exploration jis
the best .way to go, suggest that he/she con- _
¢ tinue with the exgloration phase to help clar-
s A ify further his/h career focus;‘

d. Ask student to consider the follow1ng in order
to develop a goal statement:

. .
! e purpose of specialization A g
o . ® long-range career goals
® desires, aspirations, values concerning .

»

T educational goals

e.  Review thié goal statement with the student.

S t
) * g, Exp}aln respon51b111t1es for a qpec1alizatlon
P _ . and an end product,
' e
"y .9.- Advise student that you will search for a suit-
- & able site. (Many students may already have a
: 2 site and personnel }A mind.) .
y v
o
6




' 2, Queationnairea | e, _
Many programs have used assessment questbonﬁi!rcs .
with success. Pleage review examples in the App0n~
dix.

r - '.’ . .
‘a. Career Development Student Questionnaire from
Program Monitoring Guide, pp. 27-28. ° ’

b. Student Interests .Form
C. Questionnaire
Comuunity Resouyces as-Specialization Sites.

A ' N

The process of recruitmeht for specialithtion aotivities

in many ways reflects the same grocedures as recruitment for

L4
exploration sites; however, since specialization emphaéizea

«

a one to-one relationship between the student th the _com~
munity person, this recruitment process will focua more on.
the individuals at the 31tes than o the’ sites themseIOes. : ‘ ..

Many specialization partic1paA&s will become invglved as ) |
a result of exploration activities already in prbgréSS-and
will want to continue relationships with afparticular em-
ployee whose career interests the students.

¥ ¢
Very often, students -are encouraged to find a speciali-

zation 81te on their own This has occurred very success-
rfully in projects where a large number of students request
specializations, (See Appendix for a sample of how one,
- project accomplished this goal.) The career. development

staff shoyld rpmembef those aites that were contacted init-

ielly for exploration but could not accommodate more than

(2



." ' One or two students. These sites may want to participate if

specialization activities.

A'word of caution is necessary here. Although. many
exploratibn sites are willing to to take on specializations,
- . T o (
1t may-not follow that specialization s%tes may neve? become *

© exploration sites. vihisgfah be attributed to the physical

size of the site or the interests of the com%&nity persons N b
who participate. * o -
Negbtiating Specializations with Site Personnel \

The fbllowing procedures were used by demonstration
siteé, pilot sitgé, and other schdois implementing the
RBS/EBCE pr&gram\ They éré_offeréd here as a guide to
negotiating the specialization éctivity with é community‘

person,

1. Contact and afrange a meeting with the potential‘
‘learning supervisor. = . ——

2. Explain the purpose of Career Specialization, the !
student's specific interest, and his/her goal-state-
ment (from the Student Interests form). If this is
a new site, a general explanation of EBCE goals and
purposes is necessary. In addition, the potential
lea¥ning supervisor will need to acquire the support,
of top management before setting up the program. . 2
‘Such ifﬂport will. give the learning supervisor the '
authorfity and resources to follow through on program
goals, . -

L} s

3. Ask the potential learning supervisor if specializa- . >"
tion activity can be arranged and if he/she will
work with the student to define activities and a
product. ‘

4., If the supervisor agrees, make an appointment with
the student in question for final verification and

N e ' . .




n‘ '} ‘-f < o ) el " . :

‘)
commi tment. Explain to the student that the follow-
ing events will occur, He/&hb will be~required tor .

. ® meet with the potential lcarning-sdporvi;or'and*'

bl

career development coordinator

® explain his/her specific interest and goal
. . L8 - o .
® describe an end product he/she would like to
produce :

® negotiate a learning contract and product that. '
will Batisfx both the student and the learning
supervisor, '

Career Developmernt staff should enourage the student
to think about how much time he/she can put Into the

speclalization and how long it should last.
7

5. Make an appointment to introduce the student to the
supervisor. ‘ ' '

6. Help the student describe the specific interest/goal
and hié/her end product. : ’

7. Ask the supérvisor if he/she believes the student
can complete the specialization and end product.

The role of the Career Development staff here is to
facilitate and act as adviser during the negqtiation
~2s8_the student and potential learning supervisor
create the specialization activities and end prod-
uct. . ,

v,

It is imporant to keep in mind that work-related activ-
ities that will offer maximum hands-on experienéesﬁare ex-
tremely important. It is equally important for the student
to ke involQed in workérelateg activities that achieve the
- student's overall interest and goals, This may be achieved

in discussions.

' ' ' TNy L S
» L _ '_‘ | J '\v«ﬁ; e RS
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- * CAREBER SPECIADIZATiON ACTIVITIES-FORM

OVERALL OBJECTIVES OF THIS SPECIALIZATION PROGRAM: ?/)/‘

. = ’ . L
WORK-RELATED TASKS SELECTED LEARNING OBJECTIVES LEARNING ACTIVITIES
lo e ’ lo lo‘
T L 3 "
20 N 2 1 2‘ 2
5 _ -
3. 7 3. : 3.
4‘ 4. o 4.
. ‘ . g -, BN M
N ; ——a? A )
5, 5. : 5.
<+ - v hd

60 6. ) 60

R - A

T v T

7. . 7. - 7.
8. 8. 8.




B e o vonereiaes sttt e caneer e,
| velopment staff may want to review other pointa tdibb con~- |
-sidéred, such as: . S | . | R ..rj{f
e availability of resource site staff
"o apéropriateness of work-related déti&itiea
e availability 8f equipment and supplies
° cohpatibility of the work—related éctivigies to the

end product ' ‘
\\\\ ) constraing hnpdsed by the resource site i ,‘

»

‘ . In order to complete the meeting with the botential
learning supervisbr and student, the career devglopment
staff member can revrew the learning contract (activities,

\ .
objectives, and epd product that have been selected) and-

make any necessary.changes, deletions, or additions. The

final version of this information?must be documented., This,

documentation becomes the L&‘fning Contract.,

\]

C Y

Hle




5 . T S
PREPARATION OF THE LEAﬁNING CONTRACT \

For purposes of stAndardization, each Learning Contra&t '

should contain: I N\
1. name of studeﬁt e
2. title of specialization b '
3. name of léarniné supervisor . | “iﬂl

4. name, address, and phone number of emplbyér site.

5. day, time, and dates of specialization | ]
' 6. academic credit to be received

7. overall objectives of specialization
'8.' learhing objectives

9. learning activities-plahned

10. product student will produce - i . 3\?‘

11, process that wt}l be-usedﬁio evaluate student's end
product : h

Turn to the Appendix for a selection of Learning Cbn;
tracts b.lng used currently in varlous RBS/EBCE programs.

According to staff wh? have operated spec1alizat10n ac-
t1v1t1es at the demonstration site and other EBCF sites, the
use of the Learning Contract has helped students acquire
further ab111ty in planning and decision mak ing and in eval-
uating themselveg w1th regard to personal career choices. ‘




.

‘ ) [N ' ) ’ '7 '
'. '. = ’ ‘.
. ¢ ' ¢ ‘. * . | \. i . ‘g * . -
BASIC FEATURES OF THE LEARNING CQNTRACT
| ’ ' | B
) ' . ' ) l.
; . (\ AN N . } | .. |
Student - ‘ S Learning : Career Development .
. : ' Supervisor ‘ - Staff Person '
3 .
o
Learning wctivitie | Method of Evaluation " Starting and end dates.
.~ Objectives ‘ . Credit to bée earned
Project o .

Moqitor/aqsesp progress

.learning Contract
A\ : 1 Q ' -

The student, learning supervisor, or Career Development staff ‘person can

participate in eValuating the specialization at the end of the contract period,

.

>
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. -
s

Many of the RBS/EBCE prégrams implementing specializations have awarded credit to

the students.

\’ ‘

ACADBMIO CREDIT

.

‘.,

o 'if“ll’ s

The folYowing ehart lists the various ways several of these programs:

\

A !have awarded academic crédit for specialization.j

. . . . S .-
- S ~ Number of ~ Academic Curriculum
‘Program ¥ - Students in  Credit . Techniques Used to
Title Location ~ Specialidation Earned Plan Site Activities
: 3 ) . . v ‘ 1 .
EBCE g ,Gre&?villeﬁsc 20-29 Vocational Learning Contract
. . .Elective ' ..
' ‘ _ or other ' p
EBEE .Lincoln,"NE; - 30-590 Any, all Learning Activity
‘ T : : Packets (LAPS)
. e s '

Teacher Wilmington, DE _ ', 10-29 . No credit LAPS | .
Corps Center ~ L ™\ ;

#8r Career N :

Edutation . - .

Kcademy for 'Philadelphia, PA over .50 Social Learning Contract
Career , . ' : ’ Science

Education ! .

’ : _ ksl .
EBCE Providence, RI 10+29 Career --
‘ N Education

Career Ft. thth, TX 1-9 Carber Bk

Planning v Exploration

Academy ) ~%\\ ‘

Memphis Memphis, TN 10-29\ Electgve 'Leapping Contract
EBCE : - »

. “ ‘ ' . ,
Project Worcester, MA- 30-50 -~ wSocial LAPS
Competence - R Stpdies, -
: N\ English', ‘
Y : Math
EBCE Luling, iA 10-29 »Social \ Learning :Contract ,
: Studies : ;)

.~ T

%Abhﬂﬁ .

[ 4

)20



.
' | | EVALUATION OF sPECi'AL'I'z}\TI'dNé o
_ . N
In most cases, the learning supervisqgy and student witl
dé&élbp a procedure or prdcess through which[th§ atudent’ -  “i“f
performance and end product can be evalpaped-at the comp1§~
tion of the specialization. For example, these evaluation
, . .
procedures havL been used w@Sn: \ .
1. ‘the supervisor administered a 25-item tgsm ; - -
2. the end product was evaluated by the employer
If Eﬁe‘emplonr wants to be involved in other areas of
evaluation, Fhese variables cbuld be included:
e student prepaéedﬁéss
e student attitude .
_ o cboperation with others ‘
. ° appearance : - ,
e student ability to understand ° ' ‘
® promptness |
e attendance

Refer to the Appendix (p. A-10) for examples of student

performance evaluation forms.

/
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\' . * . : ) )
. R CAREER 'DEVELOPMENT s'rubsn'r-puss'x_ijnmrnn
Name: - J

Date: s o . L @

Listed below is a set of gquestions that relate to the
kinds of experiences you have had while atudying different .

careers in the community. Please respond to each of the
following questions by circling the number that best de-
scribes your reaction to thg~question. Select only one an-

swer| for each question., Answer each question as honestly

. as ypu can. This is not a test and you will not. be given
a grade on how you answer., Your responses will be used to
help?imp?pve career development activities in the community.

/

I{Am Not Sure

- .
Very Little
Somewhat -
l 1 4 %onsiderable ‘ ’
1 2 3 4 5 | 1. How much opportunity have you had
to interact with people performing
dlfferentoépbs?
1 2 3 4 5 2. How much portunity have you had
4 actually to perform some of the .,
work required in various occupa- ’
- tions?
4
1 2 3 4 5 3. How much opportunity have you had
: to ask the queations you wanted
about different careers?
1 2 3 4 5 4. Have you been able to explore ca-
. reers that are of interest/ to you?
1 2 3 4 5 5. How much ogportunity have you had 4
- to learn the requirements necessary
for gaining entry into different
' occupations?
1 2 3 4 5 6. How much opportunity have you had
to learn how your high school —
coursework appl1es to various
. dccupations?
A-2 )




Céroef bévdlbbnent»Stndent-dnnlt&onnlirc
I Am Not Sure

. Not At All S |

Very Little f

Somewhat
{ ?onaiderable

1 2 3 4 % 7. Do you feel that your inQolvomont

with community aiten has been
eneficial? . |
1 2 3 4 5 8. How mu htopbortunity.have you had

to prdctice mathematical -skills -
while visiting community sites? ' -
1 2 3 4 5 9. How much opportunity have you, had
to practice reading skills while
visiting community sitgé?

1 2 3 4 5 10. How much oppdrtunity have you had to'
practice writing skills while visit-
ing community sites?

1 2 3 4 5 11. . How much opportunity have you had to
: practice speaking-skills while vis~

iting community .sites?

1 2 3 4 5 ‘12, How much opportunity have you had to

learn what you wanted to know about

.different occupations?

102 3 % 5 13. How much opportunity have you had to
"explore a set of related careers?

"1 2 3 4 5 14. How much opportunity have 'you had to
reinforce what you've learned in the
community with homework assignments?

A}

1 2 3 4 5 15. How much opportunity have you had to
: : discuss your career plans with
people at community sites?

/

[

LY

From the Program Monitbring Guide,- 1978, pp. 27-28. <




Career DCVQlOpq'nt gstudent Qudstiéé&iirc'

16.

17.

18,

If you could chinge>an9£hing about the experiences you

had in the community, what would you change?

o
N

A\

What have been the most rewarding experiences in the
community that hHave helped you learn more about
careers?

Please indicate any other commerts about your
experiences in visiting community sites.

A-4 <6
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3.~ ' STUDENT INTEREST FORN* =~~~ =

1. De;cr&be;the student's interest as bhcéihdtli‘ac pol?f_J
' sible in the space bolow.Fa; ' o . L

>

- § Jou

2, Describe the student's previous activities related to
‘this interest (including participation in a Career Ex~

.o ‘Ploration or completion of the Career Clarification
Program, . -
. _ A _
\

~

3. Trahslate the interest description into a goal statement
that describes, in an ideal sense, the purposéiof a pro-

N | gram specifically suited to meet the, interest expressed
above, ' :
.

Posqible resource site

Product to be produced

*From Developing Ihatructional'Prqgrams for Career Special-
ization, Research for Better Schools, Inc., Robert Holden,
© 1975, : '

e e : o . .ﬁ' VL e . -X" s _'""_;',\'.' . SRS
. RNV . . B

\




The fOllowing'lii:_of queltio;:'hai»b@onZUsdd»dE;viribui

. ﬁ—acfiVYties.

Complete the folloying itohpl-

1. List three.things you are intereatid_in.
- . “
;2. List three occupations in line with your interests.
\b/(’¢/ ™

3. List three things you can do well.

e

4. List three reasons why people work.,

“ A
5. What causes occupations to be added or eliminated?
6. Where could you get information about occupations that
interest you? (Name as many resources as possible.)
n
¥
Y N o e »

/ | A-6 <8
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Student__ .;”m._”m;m.”m."m;m;;;ﬁmﬁh_;mmﬁgqridi,;m,;fm[wggnju,f

Cluster T ——
Specialization Title
'Resource Site Coordinator.

L
CF L

3

Resource Site Supdrvisor 2 T .

Resource Site. . | K '

Address . o R L
- Teldphdnc- o

Scheduled ‘Day and Time -

Credit to be receivéd

v

Overall Objectives:
Leafning Activities:
Learning Objectives: ' \

Product(8s);

Evaluation Process: .

Date of Contract N

Student

L4
~
v -
v [}

\ Resource Site Supervisor

; - Resource Coordinator

L

"fSTUDENT;LEKRNINGTCONTRKCTf*"7TCW"J*'T“m"“””*”””“T“ﬁ*




OBJECTIVESx

a,
.

CAREER SPECIALIZATIUN PROGRAN
Computer Tochnoloqy

To underqtand the baaic nkilln oodod to cntcr thn
field of data proce-ling qnd ¢ putor opcrltion:.

To Have phyuically porformcd onc cimpla‘bpev&tion/ac-_;“' |

b,
tivity on each pioco of cquipmont covorod in tho
internship. : .
o . - e
. To gain exposure to the mechanica-and taukn aaloci--.;‘
ated with computer pragramming and writo, compilc,
and debug a aimplb program.
TIME : Approximately 9:00- 3100 . -~ |
+ v .. v
SQHEDULE:
- Session Date ' Agind
1 January 10 The punched cardhdoscription. type:,
' use, Kexpunching and verification-
129 operation.
‘ ) ’ '
2 January 17 Continuation of session 1 suhjoct
‘ _ . matter. _
3 January 24 Continuatxon of Session 2 aubject
‘ matter.,
4 January 31 The operation of EAM equipment
- (i.e., sortec, collator, inter-~ :
, 4 preter, reproducer), :
5 February 7 Continuation of session 4 subject
matter, .ot
6 February 14  Continuation session 5 subject ‘
matter, '
7 Fgéruary 21 The operation of the GEllS both card
~and tape applications.m ”__7 |
8 February 28 Continuation of session 7 subject
' matter.
) , A-8
. o 30



PR s .
[ P

Date

9

10

11

!

/

J.H. Durant,

‘Session

March 7

March 14

March 21

LY

{

Manager

Information Systems

General Electric Company

Use of thc COBOL proqrnmninq lnnnjf.,gn:n
" quage and DARE including. wrlt1n2," R
R

compiling, and dcbuqqtnq a linp

‘ prograr,

Continuation of nelnion 9 lubjoct .
matter. _

Continuation of lenlion 10 -ubjoct
matter, . S



£ )

% NAME

Ad

SPECIALIZATION

AGENCY_

.

B
* Responsibility

Cooperation

Dependability'

Appearance -

Knowledge of duties.

E d

f\
Initiative

Y 4

' ;\..
Performance

Rapport with coworkers

. &

Additional Comments

Y

SUPERVISOR®

A ——

4

-

DATE:

A-10
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‘At Olney High fohool

. N‘m‘_o£“V%gunt..r“m“WUWJ__;Mg"}~; __

N

Assignment L NG

Period of time covérgd by evaluation

from . through
. .

1. Reports to assignment on time “‘,:
. 2. Relates to office staff /
3. Displays courtesy |
4. Relates to clients
5. .Displays patience
6. Shows interest and enthusiasm
7. Approachég dutigs\with'seridUshQQQ
8. Pérforms duties effectivelyl
9. Asks questions when in doubt ? .

10 Accepts supervision in positive manner

11. Shows growth as a result of experience o

12. REmains at assigned area, uq*eaa on 2
assigned errand, until time to go off
duty '

»

Based on ratingszon'each of the above,
volunteer's overall rating is

¢ | 13- ~ Comments

o -m'rmé',

AGADEMX”FOR“CARB‘&;‘D“Q&?‘Q&“Q;jifj;ﬁ:f jjTﬂﬁfifj;Fﬂ



:{

Xcadcmy'erTqu!trlBdﬁci‘i@“ff"”}”m”"”L”';m”;:
 CHARACTERISTICS -

~Ldgdef-hip;_*

\
]

Ability to follow
instructiong
'Siihfai alertness.
.Cooporatignlwith authority .
Cooperation with peers

-ﬁdcommondationg

«-

~A

Date

name of person evaluating -

.sighature

signature 6?7vqunteer"

\

[ S A2 g

N
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A COMMUNITY PERSOﬂ VIEﬂS SPECIALIZATION

S Jonaph Durant ' | o '

Diractor of Information Sylttmu _ .
General Electric¢ Company T
. Re~Entry Syatama Divisjon . LT
Philadelphia, Pannsylvania ‘

We at General Electric became involvad with t,c Clrcet
Specialization program in 1971 through recruitﬂoﬂi effort of
the Greater Philadelphia Chamber of Commarcq on behalf of

_ . - - _
the Academy of Career Education. Our public relations offi-

cer, who is very active in the Chamber, was contacted to see

if we wpuﬁd.provide'resources for the Aqademy‘s Career~Da4
velopment activities. We discovered that there were ape-
cific areas of specialization the Acadegmy staff were seek-—
ing, one of which was the area of computér science and data
processing. I was asked if I was interested ih'supporting
such a Program. After speaking to various peopre at General
Electric, I found that we had supported similar programs in
the city before, and since this kind of program was in con-
cerb-with our various affirmative actiou and community in-
voivement goals, it was a good program to support.

AN ) ‘,‘

—— .

Commitment

To make‘a-Career Specialization program suocessful,'you
must have the support of,every.péréon involved, from_top
manaéement to the instructor/workers'who.wili be ihvdlued
with the students.. Inhoeiecting the persou who wiil deveiop

S o Y

L LARITR e e

?

‘A-13 J§
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who has a high doqroé oflpifso nl'commitmdnt;" in‘idattibni' )

.top management must - givo this ptrson full nuthority to clrry :

out all phases of the program; thia includc: control ovor

and ‘the assignment of adequate :csourccu~~pooplc, inutruc~ :

tors, training materials, and 80 forth.

We are often aaked, *What do you g't out of it? Why arc

you making this commitment?" There ia no quoltion that»it

'costs us money to use valuable resources-—rcaourcoc boing

our staff, machlnes, and the time we devote to our atudenta.,

But we do get something back. For example, tne'brdgram.;_
helps us maintain a positive cotpotéte‘imagé'in the_commu—n'
nity. 1In addition, it can hélp foster the development ofi
specific skills needed in our labor markeﬁ ' | |

One of the problems we have found in the past few years
is a deterloration in the q}titude ofbwoékers. Totbalance
this, we attempt to develop positive work attitgdes. We
find we can instill in stUdgnts the desire to ptrform diffi-
cult work at a guality level. We've had several students
who, after taking the initial introductory program to data
processing, have asked to come back to take the chputer
programming'course. They seem to like it here. That;s;why
we feel that committing these resources is.an'advantdééfof

us. It really works!

‘ | A-14
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Studcnt Involvimint

The key step in thq Carcor’Spocializntion progrnm }- in
'selecting the atudantc Betore ‘we’ agroc to takn tny ttudtnt
in, we conduct an indeptM interview. The studentl must con-'
tact me on their. own and makefall;arrungemonts._ wﬁon they -
come in, they are interviewcd carefully."As 8 reault,~thc
first thing students learn is what I, the employ‘r, have to
offer in a Spec1allza§}on progr;:, and what they can expect_;
from it. For'example;“in my fi?ld——COmputer sdiénée and
data processing~—there are many career patha students can
follow,.such as business data processing, the scientific
application of computers, and simple computer programming
and systems design; each of these represents a very dif-
ferent career path for studenfs.' Theyhmay say, "Cémputers'
sound like a lot of €fun," but they can be véry surpr{sed and
badly disapp01nted if they don't know exactly what we have |
to offer, So I give them the background information to makg
sure this is what they really want to do. During_the inter— '
view, it's important to take students out té the work area
80 fhey‘know exactly whérq they will be and what the work
‘environment is like, because they wili be there for thirteen

»

weeks, one day a week, If they are unhappy with the work
| @ | | »

environment, they will not have the right attitude xhen they
begin work.

If I have the particular resources in Career

A-15"
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-Specialization a utudent i lookino !%Y,sthen I'll diqpuan *’””*“fQY
his or her personal requirementa. boéluco the: next ltop in

to- teilor the program to- the specific needs ot the atudont.'

Not every student ches to me with the aame levql»ot under- o
standing and’background For examplb. I had one ltudent who R
only wanted to get involved in computer operation, but did

not want to- 6perate the machines.__This required an-ont{re—

ly different apggggch to structuring'the twelvc- tpithir-
teen—week'orogram. I hed other students yho elreaqy ndd\a:
course in computer”programming; it would heVe been a weate'
of time to have tnem schednled to operate the keypunch ma-
chines, sorters, and related kinds of equipment; Once’I
have ascertained tle student's background, I can construcét
a specific program tailored to his or her individual needs. . ' .
In a iI’FGQSEUI Career Specialization, the students must be |
considered first. You must know what their needs.and inte:—
ests are; then you can take the resources you have and tail-
or them to their particular needs and interests./' .

The next thing I like to make clear to the etuéents is
‘that I set high goals and standards. I take no nonsense
from the students; I let them know what I expect from them,
They are going to be graded and evaluated according to the

'spec1fic objectives of ch program duringvthe twelve~ to.

R
’ample, one objective might be

'thirteén;wéék”pefioé.“-For 

to learn how to operate certain pieces of equipment success-

A-16
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fully. A sccond objectivo might bo to writo ‘one. uimplc pro-

gram in Fortran languaqe and debug it to ncn 1! it oporatos

Q

succesafully. We do’ not give any writt!n ant: wo Qvaluati

a student's progress by the kinds of compctcncicn hc or lhc o

develops and can-demonatrate,

© Student Attitude>

If I find that the students are lukewarm, that they ro

. searching, that they only think they will like it._Ifwill,f
push and probe until I reach the point'where.I aﬁ;satiofiod'
the students really.want to perform, TheY‘ro.horerto wdrk_;
and to learn for one full school day & week,,and it's as im~-
portant as any other regular classroom'situatioo.--Their at-
tendance is recorded; 1f they are not,going.to be preéeﬁt,r
they are eXpectéd to call, They are expected to live up‘td
the same standards of behavior as the rest of my employees,

Once they undirstahd that they are not here to be entertain-.

LN ‘.
i

ed but to learn, then we've reaohed a meij}ng of minds and

we can begin the program.: r w

"Types of_Training

The Specialization program stt'be a one-to-one or one-

to-two relationship. I'will not take more than three stu-
]

dents, and they have someone--a high- level analyst, a com- '

puter operator, or ‘a computer supervisor——with them full

«
time. That means my employee is not performing productive

A-17
39
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work for me in a regular b“'i“"' capacity, -nd this atuou-g:_;_,.z}i.T-:f','-'*~:""‘

. my coat But this is the only way dn whioh Caroot 8pocia1~i3[u;?

~ization-worka._ Too often An othcr situution- itudcnts coma ;;}f}]f_

in and merely walk through a tour and thon lr- put 1n 'Y cor- ff_f

" ner, given a book or shown some clidcl. That is not laarn-"

ing through expeﬁienceu which is the purpoze of Car-cr spn-.'

| .
c1alization. AT - '§ o

A

'Haﬂds‘On Experience

-The baslc approach we ‘use is hands-on expericnce. If a
student is 1earniﬂg ho; to operate computer equipmcnt, tho;-fﬁ
first thing we do is take the student  Jo) the machine and ex~
plain how it operates. -First;the instructor demonatrates L
the equipment, and then the student tries thq equipment
while the 1nstructor observes. Then -the student tries it
alone in a demonstration situution: we give the student a
real task to do—~albeit sbmething‘rather-simple-ybut a task
he or she can evaluate in terms of actual perférﬁhhce. FiF'
ually, thébstudent‘is critiqued. This process is repéat?
“ed in each-instance.\,A'building-biock approach is takeh,_
starting with the simplest tasky with éach‘succeeding’assign—
‘ment demanding greater skill. This kind of ihstructibn is
complex, but in each instancelthere is measurable achieve-
‘ment s0 the student can recognize his or her accomplish~.

~

ments. A student's accomplishments must be measurable both

A-18




Because aomo studontu aro tant laarncrl'and_othors are

slow, we- tailor ‘the pace to the C‘P'biliti",°f'”lchligu-;f

'dent. Uaing the buildinq-block approacn; w’/mult'bo aatianﬂ;iﬁﬁ
fied ;hat tVe studant lqarna the firlt ptep bcforo hi br lhli}?f’
takes the aecond step. We gaar’our program to bc not only |
flexible, but also to facilitata close monitorinq o! tho
‘student'a progress® With this floxibility, if a ltudent il

falling off or is experiencing problama,»the program content

can be adjusted., | i .

The SpecializationiContractf

;i.require a very specifig written contract nogotiataa-'v'\,

between the student and me. In this contract I quarantea to
provide a particular training program, outline all of the
sessions, and state the'goals'or objeotivesjthat‘munt be' e
attained. -Before'thé student comos to néébtiate the con4
_tract, I learn, through the. achool counaalor and during the
initial interview, the student 8 personality, problem areau,
apd likes and dislikes.. I want the-instructora ‘to be fam-
iliar with the students;_tnis makea'for_a mora_gffective
léarning'environnont. Tnia peraonal environment makes tho'

‘students realize they're not just numbers; in fact, we've ,7§;‘;f

[ 'S
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hag' instances in the past whers students developed closes *ff""'f ,FT
. “y friendshipa worKing with thoir inctructors.. _ |
* - | ' N
N : Life Goals

It is importaﬁt to Qork with students' overall 1ife ngz
cational goale. Students should realize they must go on to

*college——whether it's a commun ty college or a tcchnicll )
training school--or even go on to get their master's dcgrco,'
depenéing upon how high their.career goals are. It's impor-
tant that we as'empioyers help them understand thet we're
not'simply-imparting technical skilis. We look at the total .
person, not just the‘part of the'coqpract that says the stu-

dent will be exposed to learning how to progrhm and how to

- s

run a computer and hg; %0 oOperate a sorter; they may pick up

these skills, but they'll:lose them in six months unless gl
they have phe inte;est to pursue higher levels . of education.

I.often cite'examples of'formep_studenfs who decided that )/”

coliege wasn't for them; today those people are working for ° i

me in lower-level jobs an? attending night scheol tryiéqﬂto-
get their degrees. Then we show them some of the people who .
have been on the same entry Zeved job for the paqt ten years
because they didn t go beyond high school. L
My iqstructors.and'I'feeL that the Careef Speoializatione
«

students, compared to students in other programs we have

supported, have been well counseled; and very few had

.
. .
' | | /
,
.

A-20
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3

negativc attitudes, Thoy all cane here undcratandinq‘thcy
had to work, and they workcd hard; they showed an 1nt0rcnt.
In many_instances, our protosnional pooplovhgyc-ontra-werk o
because they are spending timc with a student., But 1! thoy
feel they can see the students enjoying what thoy re doinq,
if they see them learning something, then that is th.ir
reward, |

’
Too often we do not train high '%§°°1 students to go out°
{ into the adult world €o contribu:e to the working socioty;
~these students are in an academic environment and don t know
what the real world is like. It's rare then that students
can get this kind of exposure in‘high school. This program
provides an excellgnt'opportunity for me, in a very small
way, to expoge students to the real world. They are the

future.

/
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FIND YOUR OWN SPECIALIZA?ION._,

¥

The surest way to have a specialization is to qo out and

find one for yourself., The number of cddrdihatbrh‘iblg to

-find specialization employers is limited, but thd'numbcr of
students who want to work on a petéonal occupational inter-
est is great, To boost your chance of a specialization, we

want you to help in the employer recruitment programs:;

3

What Do I Do First? _' ‘ . ‘ )

: N

First you must determine what your occupational interest
. . . A KN ' .

area is. Do you want to find out about being &n auto me-

chanic, nufse,~secfétary, lawyer, architect, or carpentey?

)
-

Who Should I Ask To Be My Employer? \

The best people to approach are thosg you know,‘people in
your family or friends of your family. Ask around to see if
any Bf your friends kndw somgéﬁe you can work with. If }ou
can't find aﬁy contacts through family or friends, then you
have to go right to the business sites. If you want to be
an auto mechanic, for example, first detérmine where this
job 1is f@und (auto mechanics are fopund in gas stations, body
shops, institute‘or large motor pools, the military service,

. etc.), then go to those places and talk to the person in

Charge. If you don't know where to locate a job, \ask your

»
¢

Academy coordinator for advice.

A-22
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What Do I. Say T¢ The Employer? - ' N o ' . e

2

\ Explain to the‘embioyer that you are a btudont in ﬁho.Acad-
‘emy for Career Education, located at Olney High School. The
Academy program teaches students about jobs t;;t are avail~
able to them aféér high school or college.' Explain that ydu'
spend one day a week away from school working with pecple in‘
'the community. You might describe the clusters or 8pecia1~

izatlonq you were in before and the kinds of people you

worked with.

Find Your Own Specialization

After you have explained your experience and background,

~ tell .the employer whaf you waﬁt: ."I wquld‘like to gssisﬁ
ybu one day a week, ffeg of charge." .Stress the "free of
charge" pért. Eziloyérghlove free help. Tell him or hérl
you want to learn agout the job.' Explain thﬁ your oafeer
interests are, and how they can relate to what he/shé is
601ng. 1f he/she seems at all interested, you can refer him

‘to Greg Naylor or Ed Wheeler. 1If you can make the éontaét,

‘g can take it from there.

"If you have any questions about how to find your own

specializatidn, talk to one of the Adademy Coordinatorsf

45
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. interact with students at the resource site.

‘. Reference Notes,. °.-

( ~.‘

lcommunity person is used to describe individual(s) who

2several students in the RBS/EBCE projects in Memphis,
Tennessee, and wilmington, Delaware, participated in paid
specializations this year. They were part-time, after
school positions that offered students opportunities to in-

vestigate a single career or area, like business management.
"In gi@ cases, students were required to draw up a learning
contr8ct with written objectives, learning activities, and

an end product. In addition, an outreach activity to test
EBCE as a paid work experience was operated successfully
this year. Located in Collingswood New Jersey, this proj-
ect offered exploration and specialization experiences to
economically disadvantaged and unemployed youth, Financial
support came from NIE and a CETA prime sponsor,

3Learniggj8upervisor describes the peraon who coordi-
nates student activities at the resource site,.

dThe Career Specialization Activities Form on page 10
can be used to strugture and assist the student or career
devglopment staff person.

TN
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